
 

LOCAL COMMUNICATIONS PLAN TEMPLATE* 

Key Message / 
Communication Goal 

Communication Activity Vehicle Audience Person 
Responsible 

Timeframe / 
Deadline 

Resources 

Build Understanding of 
EE System 

Create common tools for principals to share info with teachers  (adopt or 
adapt “EE 101” PowerPoint available on EE website). 

PPT All staff  Fall 2013 Talking Points 
System Purpose and Data 
Use Info Brief 
EE Orientation Video 
Overview Powerpoint 

Create a visual that clarifies the flow of process in your district / school and 
distribute to all staff. 

Multi-use graphic 
(presentations, 
newsletter, etc.) 

All staff  Fall 2013 Training Implementation 
Timeline 
District Implementation 
Timeline 

Facilitate overview sessions with all staff, district-wide or by school. In-person All staff  Fall 2013 Talking Points 
System Purpose and Data 
Use Info Brief 
EE Orientation Video 
Training Implementation 
Timeline 
District Implementation 
Timeline 
Overview Powerpoint 

Make staff aware of DPI’s  EE News (e-newsletter) and how to subscribe. Email All staff  Ongoing Subscribe to newsletter 

Write a series of brief articles for the local newspaper (Facebook page, 
television, radio, etc.) to inform public of initiative (control the message---
this isn't about "gotcha;" it's about "getting better"). DPI is developing 
templates that you can use for these purposes. 

Media – story 
suggestions 

Parents, community, 
school board via the 
media 

 Spring 2013 and 
beyond 

Drop-In Articles for 
Newsletter 

Make presentations to PTO. Speaker with PPT PTO  2013-14 Talking Points 
System Purpose and Data 
Use Info Brief 
EE Orientation Video 
 

Make presentations to School Board. Speaker with PPT School Board  2013-14 Talking Points 
System Purpose and Data 
Use Info Brief 
EE Orientation Video 
 
 

Make presentations to civic groups. Speaker with PPT Rotary, etc.  Ongoing Talking Points 
System Purpose and Data 
Use Info Brief 

http://ee.dpi.wi.gov/files/ee/pdf/TalkingPointsFall2013.pdf
http://ee.dpi.wi.gov/files/ee/pdf/IB13_SystemPurposeDataUse.pdf
http://ee.dpi.wi.gov/files/ee/pdf/IB13_SystemPurposeDataUse.pdf
http://www.youtube.com/watch?v=8zbmU7s89PE&feature=youtu.be
http://ee.dpi.wi.gov/files/ee/ppt/EE101_Overview.pptx
http://ee.dpi.wi.gov/files/ee/pdf/ImplementationTrainingPlan.pdf
http://ee.dpi.wi.gov/files/ee/pdf/ImplementationTrainingPlan.pdf
http://ee.dpi.wi.gov/files/ee/pdf/DistrictReadinessTimeline-NonPilot.pdf
http://ee.dpi.wi.gov/files/ee/pdf/DistrictReadinessTimeline-NonPilot.pdf
http://ee.dpi.wi.gov/files/ee/pdf/TalkingPointsFall2013.pdf
http://ee.dpi.wi.gov/files/ee/pdf/IB13_SystemPurposeDataUse.pdf
http://ee.dpi.wi.gov/files/ee/pdf/IB13_SystemPurposeDataUse.pdf
http://www.youtube.com/watch?v=8zbmU7s89PE&feature=youtu.be
http://ee.dpi.wi.gov/files/ee/pdf/ImplementationTrainingPlan.pdf
http://ee.dpi.wi.gov/files/ee/pdf/ImplementationTrainingPlan.pdf
http://ee.dpi.wi.gov/files/ee/pdf/DistrictReadinessTimeline-NonPilot.pdf
http://ee.dpi.wi.gov/files/ee/pdf/DistrictReadinessTimeline-NonPilot.pdf
http://ee.dpi.wi.gov/files/ee/ppt/EE101_Overview.pptx
http://ee.dpi.wi.gov/eesystem/newsletters
http://ee.dpi.wi.gov/files/ee/pdf/dropinarticlepreparingforEE.pdf
http://ee.dpi.wi.gov/files/ee/pdf/dropinarticlepreparingforEE.pdf
http://ee.dpi.wi.gov/files/ee/pdf/TalkingPointsFall2013.pdf
http://ee.dpi.wi.gov/files/ee/pdf/IB13_SystemPurposeDataUse.pdf
http://ee.dpi.wi.gov/files/ee/pdf/IB13_SystemPurposeDataUse.pdf
http://www.youtube.com/watch?v=8zbmU7s89PE&feature=youtu.be
http://ee.dpi.wi.gov/files/ee/pdf/TalkingPointsFall2013.pdf
http://ee.dpi.wi.gov/files/ee/pdf/IB13_SystemPurposeDataUse.pdf
http://ee.dpi.wi.gov/files/ee/pdf/IB13_SystemPurposeDataUse.pdf
http://www.youtube.com/watch?v=8zbmU7s89PE&feature=youtu.be
http://ee.dpi.wi.gov/files/ee/pdf/TalkingPointsFall2013.pdf
http://ee.dpi.wi.gov/files/ee/pdf/IB13_SystemPurposeDataUse.pdf
http://ee.dpi.wi.gov/files/ee/pdf/IB13_SystemPurposeDataUse.pdf


 

Key Message / 
Communication Goal 

Communication Activity Vehicle Audience Person 
Responsible 

Timeframe / 
Deadline 

Resources 

EE Orientation Video 
 
 

Provide  updates on  
EE System 
developments 

Routine updates to District Staff Email All staff  Monthly or as 
needed 

Subscribe to newsletter 

Routine updates to School Board Email or 
presentation 

School board  Quarterly or as 
needed 

Subscribe to newsletter 

Prepare piece(s) for district / school newsletter about EE System and 
updates 

Newsletter pieces Staff, parents, 
community members 

 Ongoing  Drop-In Articles for 
Newsletter 

Develop feedback 
loops to answer 
questions and track 
understanding of the 
EE System 

Designate an EE point person and an implementation team and make staff 
aware of their roles 

Email, 
Presentation 

All district staff  Early Fall 2013 District Readiness Tool 

Develop a district-specific FAQ  District website 
addition 

All staff  2013-14  

Establish a district EE question email address and the person responsible 
for fielding  questions 

Email account  All district staff  Fall 2013  

 

http://www.youtube.com/watch?v=8zbmU7s89PE&feature=youtu.be
http://ee.dpi.wi.gov/eesystem/newsletters
http://ee.dpi.wi.gov/eesystem/newsletters
http://ee.dpi.wi.gov/files/ee/pdf/dropinarticlepreparingforEE.pdf
http://ee.dpi.wi.gov/files/ee/pdf/dropinarticlepreparingforEE.pdf
http://ee.dpi.wi.gov/files/ee/doc/WI_EE_Readiness_Tool.docx

